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Presenter
Presentation Notes
PowerPoint covers the main points in completing the ADC - particularly the new additions to the program.



At this point the people should be logged onto their computers…..



Ask:

Are there any NEW users?

	If not, you can move quickly through most of the basics.

Does anyone use or deliver distance learning (DL)?

	Offer to work with them during the data entry session.

Do you offer classes for dual credit/dual enrollment?

	Offer to work with them during the data entry session.








9:00-10:30

10:30-10:45
10:45-11:45
11:45-12:45
12:45-3:00

Fall 2009 (SY2010)

Agenda

ADC Training
Presentation

Break

ADC Data Entry
Lunch break
ADC Data Entry

OPI - Annual Data Collection



Introductions

e Colleen Hamer

OPI Accreditation Data Control Specialist
(406) 444-2410 chamer@mt.gov

e Al McMilin
OPI Accreditation Unit Manager
(406) 444-4436 amcmilin@mt.gov

e Dale Kimmet
OPI Special Education Compliance Specialist
(406) 444-3128 dkimmet2@mt.gov

« Karen Crogan
OPI Special Education Data and Accountability Specialist
(406) 444-0685 kcrogan@mt.qov
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ADC Packet

« Table of Contents (pink)

e Glossary of terms

o Staff Assignment Codes listing (green)

« ADC Overview

e Authorized Signatures and Checklist (blue)
* Preprinted Personnel forms (white/purple)
e Quality Educator Payment Summary (gold)
« Evaluation Form (gold)

Fall 2009 (SY2010) OPI - Annual Data Collection


Presenter
Presentation Notes
The packets were sent to Authorized Reps in early September

Table of Contents - lists all the forms and reports included in this year’s mailing.

Glossary of terms - definitions that aid understanding and help ensure data is entered correctly

Staff Assignment Codes  (Used for Quality Ed, NCLB Highly Qualified Teachers, Spec Ed)

Overview of ADC process 

Authorized Signature Sheet and Checklist -  provides validation and accountability 

Preprinted Personnel forms - samples of district and school level reports



Job Code list with definitions - district, school, coop levels   




Due Dates

To County Superintendent:
Tuesday 10/27/2009

To OPI Accreditation Division:
Tuesday 11/03/2009
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Presenter
Presentation Notes
These dates are found in a bright yellow box in the upper left portion of nearly all paper forms and reports.


B2

Where to Get More Information

 OPI| Website: http://www.opi.mt.qov
— Go to Programs & Services of OPI

— Select Annual Data Collection
http://www.opi.mt.gov/adc/Index.html

 OPI Help Line - (406) 444-4050
e Tip of the Day
 OPI Knowledge Database (Get Answers)
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Presenter
Presentation Notes
There is a lot of information on our website.

Click on “Get Answers” (upper left by calendar) for the knowledge database

The OPI Help Line is an automated menu that allows a caller to identify the best person to answer a question.

The phone number is new this year – 444-4050!

http://www.opi.mt.us/
http://www.opi.mt.gov/adc/Index.html

Getting Started With Citrix

e |Install Citrix client software
— See User Manual
— Update if not used since June

e Username and Password
— Malled to Authorized Rep in July 2009
— Password policy
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Presenter
Presentation Notes
For Citrix Setup: Page 26 of User Manual

Getting Started: Go to page 3 of User Manual



The password letter is mailed to the authorized rep who is responsible for protecting and/or sharing it as needed. 

If you lose your password - we can mail a new letter but we can't give it out over the phone or fax it.



Policy requires the password to be changed every 60 days. 

To accomplish that, you will append different letters to the end of the core password we sent: 

   SO – September/October, ND – November/December, JF – January/February



****  Have a list of usernames/passwords for each site ****




Password Policy

 Maliled to Authorized Reps July 1
 Changes every 60 days

* Add month delimiter to core password
— ‘SO’ = September October

e Cannot be given out over phone or emalil
— MUST be mailed

o Call OPI Security (406) 444-3448

Fall 2009 (SY2010) OPI - Annual Data Collection



User Level

 \What level of user are you?

e Your user level determines which
menu options you can see

Schools (SC)
District (LE)/
SE Coop

County (CO)

State (OPI) /

— /
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Presentation Notes
Your user level is determined by your username. 

The graphic illustrates a widening (or narrowing depending on your perspective) of the scope of data available.



If you have an ‘SC’ username, you will only be able to work with your school.

However, if you have an ‘LE’ username, you’ll come in at the district level and be able to access all the schools in your district.

County Superintendents will be able to see all the districts and schools for which they are responsible.

Only certain OPI staff have statewide access.






User Level Cont’d

Click
here to
Select Your County, District, System, Coop or School proceed
Step #1: Select a Schoal or District Below., \/ /I
Step #2: Click on the Get Started button to wark with your selection --=
You can return to this screen at any time by pressing the Select button. et Started
Working at the District Level with District Wide Data.
| Codes:
Legal Entity:  [Dillon Elem v 0005w
School: M w |':}’c. w
This screen shows you what selection options are currently set and are ba on yaur
user id. You can modify any of the white fields. Selections here will determin
forms and reports as well as data you can wark with.
FrmSetGlobalDefaulks Select
school
using
: r Wn
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Presenter
Presentation Notes
Note any greyed out areas limiting access (based on your user level)

To select specific entities, use the dropdown arrow and pick one from the list.

When you are ready, click on the Get Started button ()




] i Current
Navigation User Level
Change
. Annual Data Collection Main Menu
Entity
2007 -2008
ILZ"| Beaverhead (CO 01) , e \
e D!Ilun Elementary (S5 0199) o Exit
Select Dillon Elem (LE 00035} District Level Program
- All Schools {SC ")
READY FOR DATA ENTRY
O B Select & button on the left, then double click an option below
Select ‘ & Data Entry EMTERED BY EVERYONE A

Status

i1 - organization Setup

2 - Setup Periods/FTE Names
3 - Staff Assignments \

EMTERED AT SCHOOL LEVEL

4 - Accreditation Data

S - PIR Days and School Start and End Dates
6 - Alternative Education Prograrms

7 - Indian Education

8 - Technology Use Report

W
oetup and confirm general infarmation for District or Schnnl./
Enter general units of time far schools,

//

\\

fFrm3witchBoard

Click to
exit

program

Select

Screen

\_/
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Presenter
Presentation Notes
From the Main Menu, you are able to:

   Select a task (either Data Entry or Reports)

   Select a screen (double click to select – single click to show description)

   Change your entity (district, school, etc.) 

   Exit




Who Uses ADC Data?

e Accreditation
e Board of Public Education (BPE)

 Funding via School Finance
— Quality Educator Payments

e Sharing within OPI

Fall 2009 (SY2010) OPI - Annual Data Collection
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Presenter
Presentation Notes
The Preliminary Accreditation Report is used during the accreditation review to assist OPI in determining if the school will receive any deviations. 

This is driven primarily by the staff assignments. We’ll address selecting the correct job code and licensing deadlines later.



Quality Educator payments look at FTE and staff assignment codes.

You received a copy (green) in your packet. Look at the column headings == and we’ll talk more about this later.



Other divisions within OPI use ADC data for statistical analysis including trends




New for SY 2010

e School level
— Highly Qualified teacher status
— Dual Credit assignments
— New Special Education job codes
— New Paraprofessional job code
(distance learning facilitator)
 District level
— Revised Personnel Recruitment Report
— Moved technology integration question to district level
— Added Homeless Liaison
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Presenter
Presentation Notes
Unlike last year, there are some significant changes.

These topics will be discussed more fully later in this presentation.

We want you to note that you’ll need to go into every assignment for all teachers of core academic subjects and/or special education. 

This may increase the time spent doing data entry, so plan accordingly.




Main Menu - Data Entry

e ltems on the ADC Main Menu are numbered In
the order in which you might want to select
them.

* Type your answers or select from the dropdown
lists.

« Navigation between fields
— ‘Tab’ or ‘Enter’ keys
— Mouse

« The ‘Esc’ key will undo your last change and
return the page to its previous state.

Fall 2009 (SY2010) OPI - Annual Data Collection 14


Presenter
Presentation Notes
The items in the Data Entry menu are numbered in the order you should select them. 

There are 14 data entry menu items organized by user level. (8 school-level) and 6 district-level)

Complete all the data entry items that apply to your level of user. 

For all data entry, type in your answers or select from the dropdown lists.



You can move from field to field on any screen by using the Tab or Enter key, or use your mouse to click on a field. 

If you make a mistake or get stuck in a form, try using the ‘Esc’ key.

The Esc key will undo your last change and return the page to its previous state. 

From there, you can either correct your mistake or exit the form. 


Round
the
computed
hours and
enter
here!
You will
not be
able to
submit
with this
blank.

Fall 2009 (SY2010)

Organization Setup

Setup Organizations

2007 -2008
ICZ"| Beaverhead (CO 01)
click 1o Dillon Elementary (S5 0199)
Select  Dillon Elem {LE 0003)

All Schools (SC %)

8]

| District: Dillon Elem

Enter this school's Aggregate Hours per year for meeting Accreditation Standards.

# 1080

Minutes per day of pupil instruction or administrative activity. Do not include
passing time, unstructured recess, or lunch.

Full Days: 3B Partial Days: 180

Minutes per day of passing time.

Full Days: 29 Partial Days: 15

Days per year of pupil instruction.

Full Days: 170 Partial Days: B

Calculated aggregate hours per year for meeting Accreditation Standards. 1082.00

Motes: || -~

b

frrnrganizations

At least
1080
Hours
are
Required

Automatically
computed

OPI - Annual Data Collection
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Presenter
Presentation Notes
SHOW THIS IN THE LIVE APP



Enter your school’s total Aggregate Hours per year – leave blank until the last.

Enter the number of minutes of pupil instruction time in a full day and the number of minutes in an average partial day.

Enter the minutes per day of passing time for a full day and for an average partial day.

Enter the number of full days and partial days of pupil instruction for the 2009-2010 school year.

The blue box will be automatically computed => an error message is displayed if the number is <1080 or not close

  ***If you enter fewer than 1080 hours, you will be prompted to go back and correct.

Use the white comment box at the bottom of the page for any notes or explanation you feel would be helpful.

If you are entering data as a district, your number of minutes per day and days per year should reflect the assignments of the people with district level job codes. 

Go back and place the computed aggregate hours in the top box

Click on the 'Close Form' button (the door in the upper right-hand corner) to exit the screen and return to the Main Menu.




Set Up Period/FTE Names

e Data rolled forward from last year
 FTE Is the core of all calculations

e Check for accuracy:
— FTE units should add up to 1.0
— Must reflect the current school day

e Cannot delete a Period/FTE If assigned
to a current teacher record

o See the last page of Overview and the
Personnel form in packet

Fall 2009 (SY2010) OPI - Annual Data Collection
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Presenter
Presentation Notes
Menu Option #2 – usually accessed from the Assignment Summary form.



FTE or full-time equivalent refers to the number of hours of work normally required in a full-time position.  

An FTE Unit is a portion of a full-time position dedicated to a specific job assignment. 

For example, a full-time principal would be assigned 1.000 FTE. If you have a person who acts as school counselor for ¾ of the day and librarian ¼ of the day, that person would be assigned 0.750 FTE for the school counselor job code and 0.250 FTE for the librarian job code. 

For a departmentalized teaching staff (i.e., Junior High, 7-8 schools, Middle Schools, and High Schools), you will need to define a time unit for each period of the day.  You must create an FTE unit for P-1, P-2, P-3, etc. We need to collect grade low, grade high and student load for each period of the day, so a full-time high school English teacher cannot be assigned 1.000 FTE. 



I think you might talk about this when you do staff assignments – maybe discard the “Calculator” slide completely.


B2

Period Names/FTE Calculator

Period/Fte Names for. Organization

A

Dillon Elem e

FTE is the "full time equivalent” which is the number of hours of
work normally required in a full-time position.

Period/FTE Name FTE
»| 0FTE 0.250
o 0.500 FTE 0.500
| 1.000 FTE 1.000
| P-1 Ser-1 0,167
| P-2 Sern-1 0.167
o P-3 Sem-1 0.1
o P-4 Sem-1
fmFtellrit Wiork with Selection | Add a New PeriodFTE ‘ Delete Selection 3

e
e

 Time units
— Percentage
— Period

Fall 2009 (SY2010)

OPI - Annual Data Collection

Period/Fte Name Detail

Dillon Elem

Naming Wizard

Follow the steps to create uniform names for your FTE units. From the choices, select
the Best' description for this particular unit.

1.
Select Percentage or
Period. You will be
prompted for period
nurmber,

Naming

wizard | |

7 FTE or Period Description FTE

Save And Exit

Exit without Saving | Click Here to Calculate FTE |

fimFrellnitUpdate ,\

Period/ETE Calculator

To use calculator: Enter the number of minutes and days for a specific period or .
assignment in the numerator. Enter the school's total minutes and days in the e
denominator. Press Enter; the FTE box will show the correct decimal.

FTE
calculator

Use this section if you are calculating percentage FTE, FTE far a block schedule or FTE far
periods of different lengths.

r@ Minutes Per Day x | 180 Days Per Year

1.000 FTE =
360 Organization Instructional Minutes Per Day x | 180 Days Per Year

45 Minutes Per Day x 180 Days Per Year

Example: 0.125FTE=

360 Instructional Minutes Per Day x 180 Days Per Year

For a daily schedule where the periods are equal in length and mest all year long, enter one (1) in
the nurmerator and total periods in the denominator. Press Enter to calculate FTE for each period.

1 Period(s) Per Day

G Total Periods in Teaching Day (including Prep)

0167 FTE=

1 Period(s) Per Day

E le: 0167 FTE=
R B Total Periods in Teaching Day (including Prep)

frmFtelnitD stail
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Presenter
Presentation Notes
Strongly suggest not using this – it’s easier to divide 1.0/#periods yourself. 

If all periods add up >1.0, either select one period to shorten or create prep periods that are short enough so sum =1.0.

	Example: 7 period day = .143 FTE per period / sum = 1.001   So create PT – Prep  for periods 1-7, FTE = .142 then they’ll add up to 1.0



To modify an existing time unit, select it and click Work with Selection, or double click on the time unit. 

To add or delete FTE units, choose the appropriate button.



Choose whether this time unit will be described as a Percentage or as a Period: 

If you choose Percentage FTE: 

Step 1 - Enter the decimal equivalent for this assignment in the FTE field. 

            The wizard will name the FTE unit to match the decimal you entered and display it in the blue box. 

Step 2 - Click on Save and Exit to return to the previous screen.

If you choose Period:

Step 1 - You will be prompted to enter a number for the period. Click OK or press Enter.

Step 2 - Indicate which days of the week this period meets by typing in the initial letters for the days. 

             Use R for Thursday. If you have A and B days, type A or B. Press Tab or Enter.


Staff Assignments

Used for:
e Accreditation

« NCLB Core Academic Subjects for Highly
Qualified Teachers

e FTE counts

— State Legislature

— Federal Reporting
o State Quality Educator Payment
e Special Education Reporting

e See handout “Annual Data Collection Staff
Assignment Codes”
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Presenter
Presentation Notes
Reported at District, School, and SE Coop 



Enter assignment ONLY for the user level at which you are working.



FAQ – Why can’t I see the Period/FTE unit I just created?

ANS:	Check the level you’re working at - If you create an FTE unit at the district level it won’t be visible from the school level.


Staff Assignments Cont’d

e Data rolled forward from last year

« Remove assignments for staff no longer
employed at your school or district

 Ensure all staff are assigned to appropriate
assignment code with correct FTE units

 Report all staff by employer (school/district)

* Break staff out between special and general
education assignment codes

e F

'E Reports can help you review staff FTE

when you are done (fix totals > 1.0!)

Fall 2009 (SY2010) OPI - Annual Data Collection
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Presenter
Presentation Notes
What you see on screens should be same as preprinted forms



Class loads for Special Ed and Title I  – report the maximum number of kids that you work with at one time



Strongly suggest not Option #2 – it’s easier to divide 1.0/#periods yourself. 

If all periods add up >1.0, either select one period to shorten or create prep periods that are short enough so sum =1.0.

	Example: 7 period day = .143 FTE per period / sum = 1.001   So create PT – Prep  for periods 1-7, FTE = .142 then they’ll add up to 1.0



Menu Option #2 – usually accessed from the Assignment Summary form.



FTE or full-time equivalent refers to the number of hours of work normally required in a full-time position.  

An FTE Unit is a portion of a full-time position dedicated to a specific job assignment. 

For example, a full-time principal would be assigned 1.000 FTE. If you have a person who acts as school counselor for ¾ of the day and librarian ¼ of the day, that person would be assigned 0.750 FTE for the school counselor job code and 0.250 FTE for the librarian job code. 

For a departmentalized teaching staff (i.e., Junior High, 7-8 schools, Middle Schools, and High Schools), you will need to define a time unit for each period of the day.  You must create an FTE unit for P-1, P-2, P-3, etc. We need to collect grade low, grade high and student load for each period of the day, so a full-time high school English teacher cannot be assigned 1.000 FTE. 



I think you might talk about this when you do staff assignments – maybe discard the “Calculator” slide completely.














Assignment / FTE Note

Note: If you have a new staff member who taught at
another Montana school last year, the FTE from
his/her previous assignment will still be attached to
that person’s record until the previous school district
goes into this program and deletes it. You may get a
message box telling you the person is over 1.00 FTE

and asking if you want to fix the problem. As long as
the person has 1.00 FTE or less at your school,
you can ignhore this warning. The issue should be
resolved when the data entry for the state is complete.
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Presenter
Presentation Notes
Page 15 ADC Manual



Previous assignments may cause error message (>1.00 FTE)

OK if less than 1.00 at current school


New Staff Assignment
Collections

« Highly Qualified teacher assignments
— Checkbox on Assignment by Person form
— Displayed only for “core academic” subjects
— Applicable for both regular and special ed

— A check means the teacher is highly qualified
based on license and endorsement or HOUSSE

e Dual Credit assignments
— Checkbox on Assignment by Person form

— A check means the course is taught for dual
or concurrent credit

Fall 2009 (SY2010) OPI - Annual Data Collection
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Presenter
Presentation Notes
Unlike last year, there are some significant changes.

These topics will be discussed more fully later in this presentation, and we want you to note that you’ll need to go into every assignment for all teachers of core academic subjects and/or special education. This may increase the time spent doing data entry, so plan accordingly.




HOUSSE
(Highly Objective Uniform State Standard of
Evaluation)

e For teachers with one or more years experience
teaching a core academic subject

* Questionnaire sent last January; answers are to
be kept on file at district

e Must be re-evaluated on a yearly basis

e Minimum 100 points required to meet MT
definition of ‘highly qualified’ teacher

o http://opi.mt.gov/PUB/PDF/FEDPrgms/HQT/200
8 09NCLB_HOT_ Manual.pdf
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Presentation Notes
This report provides the federally required data on classes taught by teachers who meet the requirements as a Highly Qualified Teacher (HQT) under the No Child Left Behind Act (NCLB) and the Individuals with Disabilities Education Act (IDEA). This report is designed to facilitate the collection of data at the district level and should not be returned to the OPI. 

This form must be kept in the district records. Do not send this form to the OPI. 

Instructions 

1. Elementary Licensed teachers: Complete Section A, Section B.1 and Section D 

2. Secondary Licensed teachers who teach in the middle grades (5-8): 

Complete Section A, Section B.2, Section C, Section D 

3. Complete Section D indicating your status regarding the HQT requirements 

4. Return the completed form to the building Principal 

Teachers with a Class 5-Alternative License or teachers with a Secondary License who teach in grades K-4 must complete the HOUSSE procedures to determine HQ status. 	

Definition 

Sole provider of elementary curriculum at the elementary level means a teacher who is the exclusive instructional decision maker for student(s) in grades PK-8. If a special education teacher is the sole instructor to any elementary student for 60% or more of the school day, the teacher is considered to be the "sole provider" of elementary curriculum. 	

A. Assigned Teaching Position 

I am a (check all that apply): 

□ General Education Teacher □ Special Education Teacher □ Title I Teacher 

Please complete the appropriate section below for each teaching assignment checked. 	

B.1 Teachers with an Elementary (K-8) (Class 1 or 2) License: 	

Are you an elementary (K-8) general education, special education, or Title I teacher who teaches only K-8 students? □ Yes □ No 	

If the answer to above item is Yes, then you meet the HQT requirements. If you answer No to the above item then you must complete the High Objective Uniform State Standard of Evaluation (HOUSSE) form to determine your HQT status. 	

B.2 Teachers with a Secondary (5-12) License Teaching in the Middle Grades (5-8): 	

I am the sole provider of content in the following Core Academic Subject(s) as defined by NCLB 

(check all that apply): 

□ English □ Reading or Language Arts □ Mathematics □ Science □ Foreign Languages 

□ Civics and Government □ Economics □ Arts □ History □ Geography 

□ None of the Above 

(If teachers are NOT the sole provider of core academic content in any core academic subject, they do not need to make a determination or report HQ status. Check "None of the Above" and return this form to the building Principal. These teachers have no NCLB requirements beyond Montana licensure.) 	



http://opi.mt.gov/PUB/PDF/FEDPrgms/HQT/2008_09NCLB_HQT_Manual.pdf
http://opi.mt.gov/PUB/PDF/FEDPrgms/HQT/2008_09NCLB_HQT_Manual.pdf

Core Academic Subjects

e English

 Reading or Language Arts
e Mathematics

e Sclence

 Foreign Languages

e Civics and Government

e Economics

* Visual Arts

e History

e Geography

Fall 2009 (SY2010) OPI - Annual Data Collection
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New Assignment Codes

e Special Education

— Elither sole provider of core academic
Instruction or teaching in collaboration

— FTE determined by percent of time In
assignment — NOT periods!

e Distance Learning Paraprofessional
— No educator license required
— DL provider must use certified teacher

Fall 2009 (SY2010) OPI - Annual Data Collection
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New Special Education
Assignment Codes Definitions

e Teachers

— SEO02 (not sole provider)

o Used primarily in collaborative teaching where the
core academic subjects are taught by a licensed
and appropriately endorsed teacher and the SpEd
teacher assists

— SEO4 (sole provider)

« SpEd teacher provides core academic instruction
In addition to special education role

Fall 2009 (SY2010) OPI - Annual Data Collection 25



New SpEd Assignment Codes
Definitions Cont’d

e Interns

— SEO3 (not sole provider)

e Teacher is enrolled in approved internship program;
participates in collaborative teaching where core
academic instruction is provided by licensed and
appropriately endorsed teacher(s).

— SEO5 (sole provider)

e Teacher is enrolled in approved internship program,;
provides instruction in core academic subjects in
addition to special education role.
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Other SpEd Assignment Codes

e [tinerants
— SEO06 (Itinerant Teacher)
— SEO7 (Itinerant Intern)

No change in use of these assignment codes
— Not sole providers of core academic instruction
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Assignment Summary

o Summary of all assignments
* Display depends on

Assignment Summany

user level

2007 2008
[[:E Beaverhead (CO 01)
Click to Dillun Elementary (SS 0199)
select  Dillon Elem (LE 0005)

All Schools (SC ")

o)’

Ho. of
FTE Student Ho.of Assign.

School or District Hame Job Category Folio Person Sum Load Assign. Issues
m 0005 Dillan Middle Schaal Paraprofessional 0 Afas, Sally 0125 2 1 1
Schaal 1525  Parkview School Special Education 0 Afoa, Sally 0575 1 1 1
Schaal 000 Dillon Middle School Teacher 30445 Anderzon, Sharon R 1.000 143 g o
Schaal 000 Dillon Middle School Teacher 45214 Backus, Audrey 1.000 138 g o
Schc:c:l 1525 Ppeluioaw Cabasl e 43421 Baker, Tamara L 1000 23 1 0
School 1525 P 48572 Bengeyfield, Alice E 1.000 25 1 a
- " Add Person | T e e =
Assignment | , e | Delete Person | ™ Transfer
by P e rSO n 5 Dillon Micdle School 53 ASS I g n m e ntS
S Parkview School T =l 13
S Parkviesy School , Trevor Edweard 0.500

0006

1525 Parkview Scho

Special EducNion

frrdsz zignmentSurmmany

Work With Person

Add Person

Delete Person

Transfer Assignments

Fall 2009 (SY2010)
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Presentation Notes
After positioning your cursor anywhere on a line containing information about a person, you can click on the “Work with Person” button or you can double-click anywhere on the line to bring up the next screen.



Assignment by Person – shows detail of selected assignment(s)

Transfer Assignments – give a previous staff person’s assignments to a new person

Add Person – must first perform search to ensure no duplicates (last name, folio number, SSN, license number)

Delete Person – No UNDO 

*** Reminder – once this process is completed, the person is deleted!




Working with Assignments

e Assignment by Person — shows detalil of
selected assignment(s)

* Transfer Assignments — give a previous staff

person’s assignments to a new person

*Once this process is complete, the original person is
deleted

e Add Person —first perform search to ensure no
duplicates (last name, folio number*, SSN*,
license number)  *most accurate

ss*Save your work!!

e Delete Person — No UNDO

Fall 2009 (SY2010) OPI - Annual Data Collection 29
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Presentation Notes
Details for buttons on bottom of Assignment Summary Screen


Instructional Paraprofessionals

“Highly Qualified” under NCLB applies to Title | paras and ALL
paras at Title | school-wide schools

— Funding tied to the following assignment codes
e Title | => PP0O2
» Special Education => SE25
e General => PP0O1
« Update the Para gualifications in ADC for 2009 -10
— Two or more years of higher education
— Associate degree
— Academic assessment
« NEW! — Distance Learning Facilitator (PP04)
— Instructor must be licensed teacher

e Aide (para) is mandatory when class size exceed the standards —
minimum of 1 ¥2 hours per day, per student overload up to six
hours. An overload of 5 students per classroom is considered
excessive. (ARM 10.55.712 (5) and (6))
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Presentation Notes
Instructional paraprofessionals will be reported on the School Level Personnel Form. 

Title I instructional paraprofessionals (PP02) currently reported in the ADC and any newly added Title I instructional paraprofessionals must reflect highly qualified status, if they qualify, by reporting them with either: two or more years of higher education, an associate degree, or academic assessment. Federal reporting requirements for 2007-08 include the reporting of these data.  

If the school is designated as a Title I school-wide school, all instructional paraprofessionals (SE25 and PP01) must also meet the Title I highly qualified paraprofessional requirements.

The qualifications can be added to the personnel record for an instructional paraprofessional by choosing Work With Person and then Update Person.  The qualifications are listed on the License Type pull-down menu.  

Any instructional paraprofessionals who are paid with Title I funds should have a job code of PP02, and those paid with Special Education funds should have a job code of SE25. 



Data entry for instructional paraprofessionals is the same as for any other staff. Paraprofessionals are in the personnel database if they have worked as a paraprofessional in the past five years. If they are not already on the list, you will need to add these people to this list before you can assign them job codes and FTE. Be careful not to add a person who is already in the list. See the ADC Manual section titled Add a New Person Not Found in List.



Exceptions:  if they are a translator or strictly parent-involvement coordinator/worker.


Collection Checkboxes

e Click in the checkbox to indicate “Yes/True”
 Revealed only if appropriate to assignment

Rscignment by Person

Carver, Brett A White, Non-Hispanic Male e
Job Grade Grade Student
Edit? School or District Hame Code Description FTE Unit FTE Low High Load
T ‘m School 0023 Beawverhead Co High School EMO1  Englishlanguage Arts P-1 0143 =] 10 22
Yes School 0023 Besverhead Co High School DLO2  FaciltatorDistance Learning P-2 0143 =l 12 u}
| Yes School 0023 Beaverhesd Co High School  ENOM Englishilanguage Arts P-3 0143 9 12 15
" | Yes School 0023 Beawerhesd Co High =choal PT  Prep P-4 0143 9 12 u}
" | ¥es School 0023 Beaverhead Co High School  WMHOS  kath P-5 0143 10 12 26
Yes School 0023 Beaverhead Co High School EMD1  Englishlanguage Arts P-E 0143 10 12 21
| Yes School 0023 Beaverhesd Co High School  ENOM Englishilanguage Arts P-7 o142 9 12 19
Organization Mame: |Beaverhead Co High School (School 0023) w
FTE Lnit: |F'-1 -0.143 FTE %  Click here to Setup Periods and Time Units H Q
Job Code: |ENEI1 - English/Language Ars + Report Teaching Assignments by Perio

Additional Job Description: |Eng|ish I
[ This assignment is an Alternative Education assignment W This assignment is taught by a Highly Qualified Teacher

[T This assignment iz a Dual Credit assignment

Ome 10 ¥ DUAL CREDIT

Add Assignment Delete Assignment Update Person

frrdvzzignmentPerzon
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ALT ED => assignment is part of an alternative education program



HQ => Displays ONLY if assignment is core academic subject – check if teacher meets HQ requirements



DUAL CREDIT => Check if class is offered for dual credit or concurrent enrollment


Alternative Education Assignments

Check here to
indicate that the
assignment is part
of an alternative
education program

&, Kathryn D White, Non-Hispanic Female
Job Grade Grade Student
School or District Hame Code Description FTE Unit FTE Low High Load
kool 0661 Helena High Schoal MHDE  Math P-1 0143 9 12 12
kool 0661  Helena High Schoal MHDS  hlath p-2 0143 9 12 12
hoal  0EE1  Helena High School PT Prep pP-3 0143 9 12 ]
hool  0BB1  Helena High School MHOS  Math P-4 0143 9 12 12
kool 0661 Helena High Schoal MHDE  Math P-5 0143 9 12 12
w

Organization Mame: |He|ena High School (Schoaol 0BET)
FTE Linit: |F'-1 -0143 FTE

% Click here to Setup Periods and Time Units

dditional Job Description:

ob Code: |h-'1HIII5 - Math

+ HReport Teaching Assignments by Period

|F'r|:|ject for Alternative Leaming

e éThis assignment is an Alternative Education assignment

frdzzignmentPerzon

Lowest Grade: |9 w

Highest Grade:

Student Load: |12

12 w

Motes: |

lssue with Assignment r

lssue Resolved [

| Cancel EEUEWDFR‘

Fall 2009 (SY2010)
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Highly Qualified Teacher

Assignment by Person

Anderson, Sharon R White, Non-Hispanic Female Check here
Job Grade Grade 5t |f th'S core
Edit? School or District Hame Code Description FTE Unit FTE Low High L H
academic
p| ¥es School 0005 Dilon Middle School EMO1  EnglizhilLanguage Atz P-1 o125 8§ g 1 . .
Yes School 0005 Dilon Middle School EMO1  EnglishilLanguage &= p-2 o12s 7 7 1 SUbJeCt IS
Yes School 0005 Dilon Middle School EMO1  EnglishilLanguage &= P-3 o125 s 5] taught by a

Organization Name: [Dillan Middle Schoal (Schaol 0008) v highly
FTE Unit: [P-1-0.125 FTE

qualified
Job Code: |ENIII1 - English/Language Arts ' teacher
Additional Job Description: |ENGLISH

* iClick here to Setup Periods and Time Units |

I This assignment is an Alternative Education assignment [ This assignment is taught by a Highly Clualified Teacher

[ This assignment is a Dual Credit assignment
Lowest Grade: |Ei v lzsue with Assignment r

Highest Grade: |E w lssue Resolved |
student Load: |19 Motes: |

FrméssignmentPersan Add Assignment | Delete As=ignment Update Person
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Dual Enrollment Assignment

Assignment by Person

Carver, Brett A White, Hon-Hispanic Male e £
Juh Grn...-l.n. it o [ = S0P F-Ta" d

Edit ? School or District Hame Code Description FTE Unit FTE L CheCk here I.I: th |S
n Yes School 0023 Beaverhead Co High School  ERNOT Englishilanguage Atz P-1 0143 . .

Yes School 0023 Beaverhead Co High School  DLO2 FaciltstorDistance Learning P-2 0143 is a Dual Credit or
| ¥es School 0023 Beaverhead Co High School  EMOM1 Englishilanguage Az P-3 0143 .
| ¥es School 0023 Beaverhead Co High Schoal PT Prep P-4 0143 Concurrent Credlt
| ¥es School 0023 Beaverhead Co High School  MHOS  Math P-5 01435 ASSlgnment
| ¥es School 0023 Beaverhead Co High School  EMOY Englishilanguage Arts P-& 0143
| ¥es School 0023 Beaverhead Co High School  EMOM1 Englishilanguage Az p-7 0142

Cirganization Marme: |[Beawverhead Co High School (School 0023) w

FTE Unit: |F"-1 -0.143 FTE w  Click here to Setup Periods and Time Units

Job Code; ]ENEH - EnglishiLanguage Arts » Report Teachin nments by Period

Additional Job Description: |Eng|i5h I

[ This assignment is an Alternative Education assignment [ This assignmen taught by a Highly Qualified Teacher

[~ 7 This assignment is a Dual Credit assignment

Lowest Grade: |5| e

Highest Grade: |10 w

Student Load: |22

EsiertE R Aod Assignment Delete Assignmernt Upclate Person | =
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Allocation of Pre-K FTE

Assignment by Person

Wahl, Misti L White, Non-Hispanic Female ¢ \
Job Grade Grade Student
Edit ? School or District Hame Code Description FTE Unit FTE Low High Load
II @ School 0006 Mary Innes School SE04  Special Educetion Teacher - 1.000 FTE 1000 P K 20

Organization Mame: |Mar3,f Innes Schoaol (School 000B) v

Special Ed job
codes only

FTE Lnit: |1 000 FTE -1.000 FTE %  Click here to Setup F'eriu:udsand}‘/‘
Job Code: |SEEIJ1 - Special Education Teacher - Sole Provider w

Additional Job Description: |Specia| Education Teacher

[ This assignment is an Alternative Education assignment M This assignment is taught by a Hi

What percent of this assignment is allotted to 3-5 year olds? 50 %o

Lowest Grade: [Pk w

Highest Grade: |[K v
student Load: 20

frmézzignmentPerzon

Add Azsignment Delete Asz=ignment Update Person

Enter
percent
(%) FTE

allocated
to PK
kids
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When entering a grade low of PK, the percentage of time spent working with students who are identified as PK needs to be entered.  

Example: 

	1.0 FTE teacher has a class where grade low is PK and grade high is 3 

	Student Load is 10

	If they spend ¼ of their FTE with the PK students, then they report it as 25%... Etc.

The number of students is not the point – it’s the amount of time spent teaching the 3-5 year olds.

So if the teacher had 5 students, one of whom is PK, but spends half her time with the one, report 50%  (not 20% which is relational to the # of students)




Licensed Professionals

* Report all staff employed or contracted to
provide special education services

 Department of Labor Licensing Database

— Check that correct license from the DOL licensing
database has been entered for all Licensed
Professionals (Update Person)

— Defaults to Female and White; please change as
needed
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If you are entering non-certified staff, either for a school or for a coop, you need to include the type of additional qualifications for the staff person and the license number, if any.  

Paraprofessional: 

   Type name, gender and race 

   Select the appropriate additional qualifications from the License Type drop down list. 

Licensed professional: 

   Select License Type 

   Use the Find box to filter the names in the License Info dropdown list.

   Choose the name and license number from the License Info dropdown list (alpha by last name) 

   The Gender and Race fields are pre-filled with default values; you must change those if they are not correct.



OPI doesn’t require license information for accreditation purposes; however, NCLB requires instructional paraprofessionals to meet certain educational criteria. 

Some licensed professionals qualify for quality educator payments. In those cases, the license number from the License Info dropdown list must be selected before payment applies. 

When finished, click Save and Exit. The person’s name should now appear in the previous list. Select the name from the list and choose Work with Person to add assignments for this person. 

The Exit without Saving button removes the name, gender and race, but License Type and License Info must be physically deleted or they will be saved even if you choose Exit without Saving.


Quality Educator (QE) Payment

QE payment based on MCA 20-9-327

FY 2010: $3,042 per licensed educator or other
professional (same as last year)

— Based on FY 2009 ADC Staff Assignments

QE payments paid by MAEFAIRS into District or Coop
general fund

License must be active and/or issued by 12/01/2009
(no grace period)

Refer to Staff Assignment Codes list to determine which job
codes are included in payment

Verification

— OPI Educator Licensure database

— Montana Department of Labor and Industry, Business
Standards Division professional license databases
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FTE for Educational Psychologists with Educator Licenses were included in the past.  

Now, Licensed Psychologists without Educator Licenses will also be included.

Previously, the amount was $2,000 per educator – increased to $3036 in 2007 and now up to $3042…

Amount goes into the district general fund; it does not go directly to the educators/professionals!!



Some job codes are included in the QE payment and others are not (see Staff Assignment Codes list)

Note:  Those coded as Other professional staff SE31 and SE32) are not included in the QE payment 

OPI verifies licenses using:

OPI Educator Licensure database

Montana Department of Labor and Industry, Business Standards Division professional license databases






QE Payment Report

« After completing updates to ADC staff assignments, please review
the QE payment report called “ADC District FTE.” Walit until the next
morning -- it is updated nightly with the most recent assignments.

 No corrections accepted after January 15, 2010

Annual Data Collection Main Menu

20092010
(57| Beaverhead (CO 01)
Ak e Dillon Elementary (S5 0199)
2! Dillon Elem (LE 0005) District Level
=== Al Schools (SC %)

READY FOR DATA ENTRY

O B Select a button on the left, then double click an op

& DataEntry ENTERED AT DISTRICT LEVEL Click to get
9 - District Personnel Recruitrment

B | Reports 10 - Technology Integration Repart the QE
11 - Distance Learning Report
12 - Testing Coordinators Repo rt fO r
13 - Homeless Liaison yo ur
14 - Dual Enrollment Cppartunities d . str . ct

I I

LAST STEP TO FIMISH
15 - Subrnit
16 - Quality Educator Payment Report
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Accreditation Data

e Certifies to Board of Public Education that

schools are complying with applicable
accreditation rules.

= Accreditation Data

20092010
= Beaver head {CO 01)
ciick 1o Beaverhead Co High School (SS 0200)
Sel eCt Celect DEAVEr head County H 5 (LE 0006)
- Beaverhead Co High School (SC 0023)
individual L & |B12 B35 [B67 [BBO [Bi012/B13 [ ¢ | n
/ - =
tabS Or B 13 Does the school operate on a 4 day per week schedule? NEERS
I If yes, and the school is a high schoal ar has grades 7 and 8 Mo v
CI I C k O n funded at the high school rate are classes scheduled for 225
1 ” minutes per week as required by ARM 10.55.906 (1)(a) and
Next 10.55.902(8)(c)?
Next
Fall 2009 (SY2010) OPI - Annual Data Collection
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This screen collects the information used to determine school accreditation status. There are lettered and numbered tabs allowing for easy data entry. You can move through the form by pressing the Tab key or by clicking Next.  To go to a specific page, click on the page tabs. You must respond to every question.  



For each general question, you may respond with either a Yes or No. Type your answer in the appropriate space or choose from the dropdown list. Each general question has additional questions for further clarification. 



Do not include information about alternative education program sites when answering questions on Tab C about off-site locations. Alternative education program information is collected on a separate form. Approved Alternative Standards (Variances) will be listed on Tab II. You can’t change the Approved Variances.  Applications for Alternative Standards (new or renewal) must be sent to the OPI for BPE approval.  If you have any questions about the information that appears on Tab II, please contact the Office of Public Instruction.



Details:

Tab I. A collects correction plan information if deviations were noted in the previous year. 

Tab B 1-2 collects administrative and teacher assignment information.

Tab B 3-5 collects information pertaining to internships, library media specialist and school counselor assignments. 

Tab B 6-7 collects information regarding teacher load and class size and instructional aides. 

Tab B 8-9 requires explanations if the school does not meet applicable standards for basic education programming for elementary, middle grade, and high schools.  

Tab B 10-12 addresses policy issues including bullying and harassment, distance and online learning, and meeting general standards-explain if no. 

Tab B 13 collects which schools are operating a 4-day schedule (Y/N). If the answer is yes and school is HS or 7/8 funded at HS rates another question is asked to ensure that classes provide 225 minutes per week of instruction per ARM 10.55.906(1)(a) and 10.55.902(4)(c). 

Tab C collects information about alternative education programs. 

Tab II displays any approved Alternative Standards in effect for the school.


PIR Days and
School Start and End Dates

e Certify number of PIR hours for funding
DUIrposes

* Inform OPI specialists what training Is
neing conducted In schools

e Can be “promoted” to other schools in
the district — but cannot cross districts

Fall 2009 (SY2010) OPI - Annual Data Collection
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This screen collects information about Pupil-Related Instruction activities:  dates, types, and hours. 

If you are doing the data entry for all schools in your district, and the PIR dates are the same for all of them, you can avoid duplicate data entry. 

Enter the PIR dates for one school in the district, then select Click to copy these PIR days to all schools in the district. 

Click Yes at the prompt; you will get a message box when the process is complete. 



Details:

Enter the first and last days of school for pupils. 

You must answer the professional development committee question. 

Enter each PIR day of your calendar on a separate row.  

Each PIR entry needs a date, an Activity Code (choose from the list), a brief description of the activity and the number of PIR hours for that activity.

Example: 10/18/05   PD   Speaker: Mainstreaming in Math classes   6

If you have two or more different Activity codes for the same date, enter each activity on a separate row. 

Example:

08/25/05   SO   New staff orientation         3

08/25/05   PD   Planning for the new CRT   3	

To remove a PIR day, select that date and click the red X at the end of the row. 


PIR Form

2007 2008
[[F\ Beaverhead (CO 01) 7 \ﬂ

cick 1o Pillon Elementary (55 0199)
Select  Dillon Elem (LE 0005)
Dillon Middle School {SC D008)

Activity Codes Totals
PD = Profezssional Development (18 hours, in no less than 2-hour blocks) (ARM 10.55.714) 18 Click far Maore
PT = Parent Teacher Conference (ARM 1063101 1(ch ] retrueane
RK = Record Keeping (Total of 6 hours allowahble in no less than 2-hour blocks) 3
S0 = Staff CQrientation (Must be held prior to student sttendance and in no lezss than 2-hour blocks) 3 Click to See E}{ample
32

FPlease provide the following information for the schoaol year beginning July 1 for the year 2007-2005
1. First day pupils attend school: 90407

2. Last day pupils attend schoal: OB/ 0,08
3. Does your district have a professional development committee? (ARM 1055714030 |‘feg w

| Date Activity Code PIR Activity Descrintion FIR Hours & Click to copy these PIR

_lr| 08/31/07 | S0 v [Staff Oriertation [ 3 | Days iﬁ:llliiii:;stmg Ui
| I:IE:‘EEIIEI?| PD w |menturtraining | B ﬂ

[ [ 107507 ] PD v [mea-mit [ B ]|

[ || 1071607 | PD v [mea-mf BRI

FrrnPIR:

Fall 2009 (SY2010) OPI - Annual Data Collection 41


Presenter
Presentation Notes
Enter the dates of the first and last days of school for pupils. 

You must answer the professional development committee question. 

Enter each PIR day of your calendar on a separate row.  

PIR entry needs:  	date -	Activity Code (choose from the list) - brief description of the activity - number of PIR hours for that activity.

If you have two or more different Activity codes for the same date, enter each activity on a separate row.

To remove a PIR day, select that date and click the red X at the end of the row. 

The “Click for More Instructions” gives more details about the requirements and limits for PIR including # hours/activity�

If you are doing the data entry for all schools in your district, and the PIR dates are the same for all of them, you can avoid duplicate data entry. Enter the PIR dates for one school in the district, then select Click to copy these PIR days to all schools in the district. Click Yes at the prompt; you will get a message box when the process is complete. 



Some fields have edits that will cause an error message to be displayed => and you will not be able to continue until corrected.

	Sorry, there are only 24 hours in a day.

	You have entered less than 42 PIR hours. Districts may receive funding for up to a total of

      		7 PIR days or a maximum of 42 hours. Would you like to go back and review your entries?

 	The value you entered isn’t valid for this field.	For example, you may have entered text in a numeric field or a number that is

		larger than the FieldSize setting permits.

	Sorry, date school ends must be between 7/01/09 and 6/30/10.

	Sorry, First day pupils attend school must be between 7/01/09 and 6/30/10.




Alternative Education
Programs

o Gathers information on types of alternative
school programs for inclusion in the OPI
central database

* Helps the OPI answer questions about
alternative programs
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This screen identifies which districts operate alternative education programs to serve at-risk students and gathers specifics about these programs. 

A reminder: in past years, alternative education sites were included with off-site locations on the Accreditation Data form. 

This year they are collected as two separate counts. 

Do not include alternative education program information when answering off-site location questions on the Accreditation Data form.



If your school operates an alternative education program for at-risk students, you must answer all twelve questions on this form. 

If the answer to question 1 is No, you will not see the rest of the questions.

Choose your answer from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next question or tab.


Alternative Education Form

EE Alternative Education Programs E@@
2007 2008
ICE"| Beaverhead (CO 01) [, \ e \

Click ta Dillun Elementary (55 0199)
zelect  Dillon Elem (LE 0005)

Dillon Middle School {SC 0008)

Cluestionz 1-5 | Questions § - 7 || Questions 8-12

Purpose: The purpose of this data collection is to identify which districts operate alternative education
programs to serve atrisk students and gather identifying information about these programs. For OPI
reporting purposes, an alternative education program is a “restructured” academic program to serve at-
risk students and operated within an accredited public school.

1. Does your district operate an alternative education program to serve at-risk students? Yes v
2. WWhich choice below best describes where the students are served? |On school carmpus] w
3. Do you modify graduation requirements (as provided in ARM 10,55 906 (31 & (47 Mo s

for the students served in this program?
4. Do you modify attendance reguirements for the students served in this program? Mo [»

5. When reporting personnel assignments for the Annual Data Collection, do you use ARDT (At-Risk)
persannel job codes ARO1 (At-Risk) or OT (Other) to describe any of the persannel
wiarking in the alternative education program? OT (Other) Mo

Yeg W

Hext

! g

FrondltEdPrograms
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Choose your answer from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next question or tab.


Indian Education

* Helps the OPI understand efforts to implement
Indian Education for All law, assist in the staff
development, and offer technical assistance
where needed.

« Collect resources, professional development, and
teacher/administrator knowledge

 Document uses of FY2009 Indian Education and
American Indian Achievement Gap funding

Fall 2009 (SY2010) OPI - Annual Data Collection 44


Presenter
Presentation Notes
This form asks you to provide information about your school's implementation of Indian Education For All and what your school's needs are regarding Indian Education For All. 

It also asks you to explain how you spent the 2006-07 Indian Education For All appropriation and how you plan to spend the 2007-08 Indian Education For All and Indian Student Achievement appropriations.



The text of the law has been included on the first page of this form for convenient reference. 

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next question or tab. 

Choose your answer from the dropdown lists, when available. 

For questions F, G, I, K and L if you choose ‘No’ or ‘None,’ all the other answers for that question will be hidden. 


Indian Education Form

Ciick 1o Beaverhead Co High School (55 0200)
select Beaverhead County H S (LE 0006)

Beaverhead Co High School (SC 0023)

‘Law i Board Policy | Teacher Knowledge | Curriculum And Instruction | Professional Development | Meeds | Funding || Student Achievernent

Click in box bo wview entire text of law,
IMNDIAN EDUCATION FOR ALL - ADC
Supplemental Information

The fallowing infarmation is provided to assist schools and districts in understanding the requirements of the
accreditation standards relating to, and in support of, the Indian Education for All Law, MCA 20-1-501.

I. The Indian Education Law, 20-1-501, MCA was passed by the 1999 Legislature to ensure the implementation of
Article ¥, section 1(2) of the Montana Constitution to recognize "the distinct and unigue cultural heritage

of American Indians and to be committed in its educational goals to the preservation of their cultural heritage "

The full text of this statute is as follows:
20-1-501. Recognition of American Indian coltural heritage -- legislative intent

(131 It is the constitutionally declared policy of this state to recognize the distinct and unigue cultural heritage

of American Indians and to be committed in its educational goals to the preservation
of their cultural heritage.

(21 It is the intent of the legislature that in accordance with Article X, section 1(2), of the Montana caonstitution:
MNEXT

frrnIndianEducation

ES Indian Education E@@

20082009
IC=| Beaverhead (CO 01) E ﬂ
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Tabs:

   Law – entire text

   Board Policy – collect information on implementation of requirements

   Teacher Knowledge (new in 09) – rate teachers’ background knowledge of certain issues

   Curriculum and Instruction – which OPI Indian Ed materials and resources have been used

   Professional Development – select type of Indian Ed for All professional development would best meet your needs (only one answer)

   Needs - for effective implementation of Indian Ed for All

   Other – plans for 2007-09 funding, list 2007-08 activities

   Student Achievement – district plans for using 2007-09 American Indian Student Achievement Gap payment; list activities if applicable


Technology Survey:
Computers and Connectivity

e Required by Federal Technology Grant

* Helps to target OPI resources for staff
development and technical assistance

 Important to ensure each computer is
counted only once!

e School level report

— Curriculum integration question moved to
district level (new!!)
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Federal reporting requires the OPI to report the number of computers per school and on their connectivity to the Internet.

The OPI recognizes that computers are used across grade levels and districts; however you will need to make a determination as to how to report your computers so that each computer is only counted once. 

Possible methods for reporting shared computers are:

   Actual account is the preferred method

   Determine the number of computers per school using a percentage of use formula.

   Divide the total number of computers in the district evenly across the schools in the district.

   Any other method that ensures each computer is only counted once within the district.



There is a question asking how your computers access the internet: hardwired or wireless access.

If you have some of each, select the one that applies to most of your computers. 


Reporting Shared Computers

 |f computers are used across grades or school
districts...
— Get a count of all the computers
— Determine how many are used by students and how
many by teachers (primary use)
 How to compute (pick one method)
— Provide the actual count by school (sc)

— Divide the total number in the district evenly by # of
schools in the district

— Use another method as determined locally
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Computer Internet Access

 Review both student-used and teacher used
computer numbers and then record number of
computers having Internet access

— Dial up
— High speed (broadband)
— No Internet access
e Building Internet connections (select one)
— Wireless
— Hardwired
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Technology Survey Form

Technology Survey: Computers and Connectivity

20092010
[[:E Beawverhead {CO 01) < ﬂ
ciick 1o Dillon Elementary (S5 0199)

select Dillon Elem (LE 0005)
Dillon Middle School (SC 0008)

Purpose: This annual report will provide the Office of Public Instruction with the necessary information for Federal reporting
requirements and assist the OPIl in planning for future staff development and technical assistance delivery options across the

state. Please provide accurate and unduplicated counts for the specific school you are reporting on. Duplicated coumts may
negatively impact technology funding or program eligibility.

Federal reporting requirements require that OPI report the number of computers per school, QPI recognizes that compukers are used across grade

levels and Districks, Howewer, some dekerminations must be made by the districk as ko how ko report the computers, Paossible ways ko determing
how ko report shared compukers are:

1. (Preferred) - provide the actual count by school {sch, O

2. Divide the tatal number of computers in the districk evenly across the schoals in that diskrick, O
3. Another method as determined locally,

4+ Degardless of the method used, do not report any one computer more than oncestets
How many computers inyour school are used | How many computers invour school are used
primarily by Students: pritmarily by Teachers:

For each set of computers listed above (Student and Teacher), how many of them are
connected to the Internet by the following Connection Types?

Student Computer Internet Access Type: Teacher Computer Internet Access Type:

Dial Up Internet Access Dial Lp Internet Access

High Speed (Broadband) Internet Access | High Speed (Broadband) Internet Access |

Mo Internet Access Mo Internet Access

What is the primmary {or only) way that computers inside the schoaol |
building connect to the Internet?

Fall 2009 (SY2010) OPI - Annual Data Collection 49


Presenter
Presentation Notes
Technology Survey screen


District Level Reports

 Personnel Recruitment (Redesigned)

— Used to set criteria for critical teacher shortage
teacher loan forgiveness program

 Technology Integration Report (New)

« Distance Learning

— List provider, subjects and # students if you receive
Instruction via DL

— List districts/schools, subjects, and # students if you
provide instruction via DL

* Testing Coordinators
« Homeless Liaison (New)
e Dual Enrollment Opportunities
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Technology Integration

e Question moved to the District Level
 Answer either yes or no

Technology Survey: Technology Integration

\ 2009-2010 \
Iy Beaverhead (CO 01) i} i
ciick 1o Dillon Elementary (S5 0199)

select  Dillon Elem (LE 0005)
All Schools (SC %)

Purpose: This annual report will provide the Office of Public Instruction with the necessary information for Federal reporting

requirements and assist the OPl in planning for future staff development and technical assistance delivery options across the
state.

Has the district fully integrated technology into the district curriculum

| v
through implementing the Montana Technoloogy Content and
Ferfarmance Standards as of December 31, 20087 ﬁ Yes / No
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Personnel Recruitment

 Completed at the District Level

e Used by the OPI, the University system
and districts to understand, project and
help alleviate staff shortages

e Used to set criteria for critical teacher
shortage teacher loan forgiveness
program
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Presentation Notes
For the 2009-2010 hiring cycle, we want to know how many openings existed in each subject, support or administrative area. 

The information collected through this survey will help identify shortage areas and provide data for efforts to address the shortages.

Data collected for recruitment of teachers, support staff and administrators includes subject, difficulty in hiring, the number of openings, and how many were due to retirement. 

The retention surveys collect information on why people left and rate the degree of influence those factors had on the people who left.


District Personnel Recruitment

= District Personnel Recruitment u E ﬂ

20092010

IL5"| Beaverhead (CO 01) 2 ‘ g
lick o Dillun Elementary (S5 0199)

sckct  Dillon Elem (LE 0005)

All Schools (SC %)

[~ I have no Personnel Recruitment records to report. |  FTE of Yacancies Difficulty Filling:

Elementary | o

Recruitment Subject Area:
W i,

Middle School ‘ 8
Yacancy Summary: {Double Click record ko Edit aor ko Set it up For Delete)
AREA | FTEElem | ElemDifficult: [FTEMS | MsDifficulky
Music 1 Difficulk ko Fill - Yery Few qualified applid 0
£ >
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You must click on Save for each record before going on to the next area in which you had an opening. 

IF you have nothing to report you MUST click the checkbox indicating that. It will prevent submitting if not completed.


Distance Learning Report

 Required by Administrative Rules
 All districts must complete

* Private and commercial providers are
required to register with OPI through our
web registration

 District providers must list schools/districts
to whom they deliver classes
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Accreditation Standard 10.55.907 requires that school district's receiving and or providing distance, online or technology delivered learning report to the Office of Public Instruction (OPI) each fall.  The report gathers basic information about the providers of distance, online or technology delivered learning currently working in Montana, the Montana school districts utilizing those resources and the facilitation of the courses at the district level. 



The text of the law has been included on the first tab for your convenience.

If the answer to question 1 on Tab A is Yes, you will need to answer the questions on Tabs B and C. 

If the answer is No, Tabs B and C will be hidden; you will not need to complete them.

If the answer to question 6 on Tab D is Yes, you will need to complete Tab E. 

If the answer is No, Tab E will be hidden; you will not need to complete it.


Distance Learning Form

E= Distance Learning
20082009
L= Beaverhead (CO 01) &Y

Click io Beaverhead Co High School (55 0200)

selert Beaverhead County H 5 (LE 0006)
All Schools {SC %)

ARM | Tab A | TahB | TabC | TabhD| TabE

If ¥YES to question 5: Provide the following information for all schools currently being served.

B. Create one record for each school currently served

Diskrict Marne: | Terry K-12 Schools
School Mame: | Terry High School Add MNew Record |
o . Celete Record |
Double Diskrick School Being Served
Click. ko Terry K-12 Schools Terry High School
add =
Course,
Course: |
Teacher's Folio Mumber: | L
Grade Levelis): | (Examples: 3, 4-7, K-12)
Does offering comply with teacher load requirements of Mo w
ARM - 10557 135007
DiI"-lkb|E Delete Record | Add MNew Record |
i
C;_lrse Course Folio Mumber Grade Level(s)
ko edit. Shop 21915 7-1z e
Spanish I 40345 9-12 -
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TABS:

   ARM   – text of the law

   Tab A – does your school use distance learning – if NO, Tabs B and C are hidden

   Tab B – facilitators (are they provided and trained) 

   Tab C – provider information

   Tab D – does your school provide distance learning to other schools in MT


Testing Coordinators

 Need to keep testing coordinator contact
Information up-to-date for Assessment

 Form is pre-filled with the most current
data that OPI has

 Make any changes and click the check
box to confirm you have reviewed the data
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The district test coordinator is the person responsible for the successful communication, coordination, materials distribution/return, training, and administration of statewide testing.

This screen will be pre-filled with the test coordinator information we currently have on file. 

Please make any necessary corrections then check the box confirming you have reviewed the entry.


Test Coordinators Form

Test Coordinators

20092010
[[:Eﬁ\ Beawverhead (CO G1) [, |
lick to Dillon Elementary (S5 0199)

zelect LDillon Elem (LE 00035)
All Schools {(SC %)

Please enter the test coordinator for the district. This is the person responsible for the
successful communication, coordination, and administration of statewide testing.

Enter the delivery (physical) address where you would like the system test coordinator to
receive MontCAS materials. This form is prefilled with information we currently hawve on
file about your district testing coordinator. If the information is incorrect, make any
necessary changes. When the information is correct and complete, check the box at the
bottom indicating you hawve reviewed and confirmedd the information.

First Mame | E-rmail |

Last Mame | Phone [406) 6B3-4311

Title |

Fostal Mame |Di|l|:|r1 Elementary

Delivery Address  |225 East Reeder Mailing Address  |225 East Reeder
City  [Dillan City  [Dillon
State |h-'1T State |l‘-.-'1T
Fip [59725- Fip  [59725-

| hawve reviewed and confirtmed or corrected this information  [E

Check
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If the information is incorrect, make any necessary changes. 

When the information is correct and complete, check the box at the top indicating you have reviewed and confirmed the information. 

If you make changes and then change your mind, use the ‘Esc’ key to return the form to its original state. 




Homeless Liaisons (New!)

e Coordinates services to ensure that
homeless children and youth enroll in
school and have the opportunity to
succeed academically..

 Form is pre-filled with the most current
data

 Make any changes and click the check
box to confirm you have reviewed the data
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The district test coordinator is the person responsible for the successful communication, coordination, materials distribution/return, training, and administration of statewide testing.

This screen will be pre-filled with the test coordinator information we currently have on file. 

Please make any necessary corrections then check the box confirming you have reviewed the entry.


=g

Click to

Title

liaison.

First MName |

Last MName |

Homeless Liailson Form

Homeless Liaison

20092010
Prairie (CO 40)

Terry K12 Schools (S5 0618)

All Schools (SC %)

Select 1€y K-12 Schools (LE 0726)

| e

The District Homeless Liaison designated by the Authorized Representative should be an
individual who is aware of his or her required duties, and is able to respond to questions or
problems related to homeless students or their families regarding education issues.

This form is pre-filled with information we currently have on file about your homeless

If the information is incorrect, please make any necessary changes. When the
information is correct and complete, check the bhox at the bottom indicating that you have
reviewed and confirmed the information provided.

If this information needs to he updated during the year, you must contact Clare Bridge at
the OPI, (406) 444 0906.

E-mail |
Phane |i408) 635-5533
Fax |i408) 635-5705

Address  |215 E Park

City |Te Fry

State |r'-.-'1T

Fip |29343-

frrnHomelezzliaizon

Fall 2009 (SY2010)
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| have reviewed and confirmed or corrected this informationi
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Have you...??7?

 Reviewed all Special Ed teacher assignments
and entered the correct job codes?

 Checked the Highly Qualified status for all
teachers of core academic subjects (regular and
special ed)?

 Checked the QE Payment Report and made any
necessary changes?

 |If you have answered “YES” to all these
guestions, you are ready to Submit!
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QE Payment Report Revisited

« To view your report without going into the ADC

— From the OPI home page, mouse over “Ed Data” and select
“ADC District FTE” or

— Use this link http://data.opi.mt.qov/QualityEdFte/Default.aspx
 No corrections accepted after January 15, 2010

Address |@ btk ffenans, opi mk goee

Montana Office of Public Instruction

Get Answers Parents Ed Data Indian Ed IRIS Jobs Licensing Ed Mews METMET NC

Sel ect y O u r MWCLE Report Card | Measurement & A
district

Click to get the

district's QE [Aosarhas Sl 3
Report
| GetJob Codes Listing |
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Presentation Notes
You must disable pop-ups in your web browser.  Select your district from the list. 



You can view the report prior to submitting. This way if there are any errors YOU can make the corrections !!



This year NO corrections will be accepted after January 15, so please check it before you submit!



http://data.opi.mt.gov/QualityEdFte/Default.aspx

Submit

 Program will provide a pre-submittal report to let
you know if your data is incomplete.

 Once you submit, you will not be able to
make changes. Contact next level in the
hierarchy for changes.

e Submit hierarchy:
— Schools submit to Districts
— Districts submit to Counties
— Counties submit to OPI
— Special Ed Coops submit to OPI
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Once you have submitted, the software will review your data for completeness and create a Preliminary Accreditation Report, listing any deviations from the Montana Accreditation Standards. 


Submit Work Form

2007 -2008

[EF\ Beaverhead {(CO 01) ﬂ

Click to Dillun Elementary (35 0199)
select Dillon Elem (LE 0003)
All Schools (SC )

Submitting district Dillon Elem to Beaverhead County.

Preview YWork Prior to Subrnittal |

fron'S bt
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Submit screen

You must preview work prior to submittal.


B2

Required Corrections Report

This report lists all data that are missing or require correction.
All changes must be made prior to submitting.

Denise Junead, Supsrnntendent

Ofice of Public hstruction REQUIRED CORRECTIONS - ADC
ﬁ“&“ﬁgﬁ“ﬁgﬂ“ﬂm APPLICATION 2009-2010 School Year
' Helena MT 59620-2401 Ravalli

Hamilton K-12 Schools

Hamilton K-12 Schools
Hamilton High School

Required Corrections

The following tems must be complete before you can Submit your daa to the OPI. Print this report and uze itas
a chedcklig for completing your data entry.
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If there are missing data items, a required corrections report will be displayed. 

You must review the report and correct all the items noted before resubmitting.




Preliminary Accreditation Report

This report is the only notification you will
receive regarding your preliminary
accreditation status.

 Report generated after a successful submit
e Based on submitted data
e Report used in OPI accreditation decisions

* Follow instructions for notifying OPI of changes
or corrections

o Il Print a copy for your records !!!
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This report is the only notification you will receive regarding your preliminary accreditation status. 

The OPI will make the listed recommendation to the Board of Public Education unless you respond by the deadline shown on the report (before December 1, 2009).

Please follow the instructions on the report for contacting the OPI regarding identified deviations. 



This report is automatically generated as soon as you have successfully submitted your data. 

You can also access this report by going to the main menu and choosing the Reports button. 

Preliminary Accreditation report is the second item in the Reports menu. 

Double click to preview and print the report. 


Processing Status

Who Can Modify?

 Ready for Data Entry

e Submitted to District

e Submitted to Co. Supt.

e Submitted to the OPI

All

District,
County

County

OPI Staff

Fall 2009 (SY2010)
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Summary:. What YOU need to do

1) Complete all data entry items
2) Review your reports

3) Check the Quality Educator Payment report
(walit 24 hours after staff assignments are entered).

4) Are corrections needed?
e NoO-—-goto#5
« Yes - go back to #3

5) Submit
6) Print and Review Preliminary Accreditation Report

7) Notify OPI of any corrections that still need to be
made

8) Send Authorized Signatures Page, School
Calendar, and Master Schedule to your next level
(district/county/OPI)
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Congratulations, you have completed data entry and performed a successful ‘Submit.’



Print copies of each report for your own records and to forward to your District office, and/or County Superintendent. 

Please do not send the paper copies of the reports to the OPI. 



School users can change only their own school records and submit to their district user.

District users can change their own school and district records and submit to the county superintendent.

County users can change school and district records for their counties, and submit to the OPI.

Special Education Coop users can change only their own special education coop records and submit to the OPI.


Late or Incomplete Reports

e |n accordance with accreditation
guidelines (ARM 10.55.701), a district

that has incomplete or missing reports
will receive Advice accreditation status
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Mailing the Report

e Send the following three things to your next level
of responsibility (district/county/OPI):

— Authorized Signatures and Checklist

* Must be signed by the Administrator (principal or
superintendent [district/county]) or Board Chair if no
Superintendent or Principal

— School Calendar
— Master Schedule

e County Supts
— Send all their districts’ paperwork to OPI
— Submit the county electronically

e« Save atree....please don’t send copies of your
reports to OPI !
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Send the following three items to OPI:�1) Authorized Signatures and Checklist (signed)

2) Your school calendar

3) Your school/district Master Schedule


Licensed Teachers

 |tis the responsibility of the school district to
ensure that all teachers are properly licensed
and endorsed

« MCA 20-4-202 states that a teacher or specialist
who has not registered their certificate with the
county superintendent within 60 calendar days
of the start of school shall not receive further
compensation under his/her contract for
employment.

« December 1 is a firm deadline for all licenses to
be issued so start the process early
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What happens with the data?

e Quality educator payment
e Accreditation status determination

e Federal reporting
— highly qualified teachers

e Special Ed reporting
e NCLB Report Card
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Federal reporting is mandated by the DOE and NCLB. 

Highly Qualified teachers are reported in several ways:

	EDEN:	  Counts the number of core academic classes taught by HQ teachers

		  Elementary, English/Language Arts, Art & Music, Foreign Languages, Math, Science, SS: Civics & Government, Economics,�		  History, Geography

	HEA TII:  FTE reported for core academic classes taught by HQ teachers using poverty quartiles (derived from FRL stats)



Report card:   Percent of core academic classes taught by HQ teachers by poverty quartiles – accessible to the general public via OPI website



This is not an ADC function anymore – but some of the information may be useful.

5YCEP and Effectiveness Reports will draw on reported staff FTE and combine it with data from AIM and MAEFAIRS (enrollment and ANB)




B2

Where to Get More Information

 OPI| Website: http://www.opi.mt.qov
- Go to Programs & Services of OPI

- Select Annual Data Collection
http://www.opi.mt.gov/adc/Index.html

 OPI Knowledge Database (Get Answers)
 OPI Help Line - (406) 444-4050
e Tip of the Day
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Lots of information on our website

Click on “Get Answers” (upper left by calendar) for the knowledge database

Phone tree …

http://www.opi.mt.us/
http://www.opi.mt.gov/adc/Index.html
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Presentation Notes
If questions arise after this training, please don’t hesitate to contact us at OPI.
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